
AGENDA FOR THE REGULAR MEETING OF THE
FINANCE / PERSONNEL COMMITTEE

Date and Time: Tuesday, August 25, 2020 6:15 P.M.
Location: City Hall, Committee Room #205, 101 South Blvd. Baraboo
Members Noticed: Joel Petty, Scott Sloan, Jason Kent
Others Noticed: Department Heads (agenda only), Interim City Admin. E. Geick, M. Palm, B.

Zeman, Post at Library, Media

1. Call Meeting to Order
a. Roll Call of Membership
b. Note compliance with Open Meeting Law
c. Approve August 11, 2020 minutes
d. Approve agenda

2. Action Items
a. Accounts Payable – Review and recommendation to Common Council on paying $907,113.11.

b. Attridge Park Splash Pad –Review and recommendation to Common Council to approve contract
with Parkitecture + Planning in the amount of $4,585 for Phase 1 of the Attridge Park Splash
Pad feasibility study using funds from the Kuenzi Estate Recreation Fund. (Hardy)

c. County Library Tax – Review and recommendation to Common Council to approve the exemption
from County Library Tax for 2021. (Haggard/Zeman)

d. Employee COVID-19 Policy – Review and recommendation on adopting the City of Baraboo
Employee COVID-19 Policy. (Geick)

e. Walmart Litigation – Discussion of pending Walmart litigation for alleged overassessment and
referral to Council for further discussions and staff directives. (Truman)

3. Information Items
 2021 Budget Planning Status – (Haggard)

4. Adjournment
Joel Petty, Chairperson

Agenda prepared by D. Munz & posted on 08/21/2020

PLEASE TAKE NOTICE that any person who has a qualifying disability as defined by the Americans with Disabilities Act that requires the meeting or materials at the
meeting to be in an accessible location or format, should contact the Municipal Clerk, 101 South Blvd., Baraboo, WI or phone (608) 355-2700, during regular business hours
at least 48 hours before the meeting so that reasonable arrangements can be made to accommodate each request.

FOR INFORMATION ONLY AND NOT A NOTICE TO PUBLISH

MEMBERS not
attending must notify the

Chairperson at least 24
hours before the

meeting.

This meeting is open to the public.
Because of the COVID-19 pandemic, any person appearing in

person is required to wear a mask and practice social
distancing.
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Finance/Personnel Committee–Dennis Thurow Committee Room, #205 August 11, 2020
Members Present: Petty, Sloan, Kent
Absent:
Others Present: Mayor Palm, Adm. Geick, Atty. Truman, C. Haggard, M. Hardy

Call to Order –Ald. Petty called the meeting to order at 6:00p.m. noting compliance with the Open Meeting
Law. Moved by Sloan, seconded by Kent to approve the minutes of July 28, 2020 and carried unanimously.
Moved by Kent, seconded by Sloan to approve the agenda and carried unanimously.

Action Items
a) Accounts Payable –Moved by Sloan, seconded by Kent to recommend to Council for approval of

the accounts payable for $681,009.41. Motion carried unanimously.

b) Baraboo Transit Rates – C. Haggard noted that a request has been received to review the current
taxi rates with the possibility of adding a “Student” fare. The children (ages 3-12) classification will
be eliminated and replaced with a “Youth/Student” (youth ages 3-12 and students of any age with a
valid student ID) fare, to be set at $3.00. Moved by Sloan, seconded by Kent to recommend to
Council for action. Motion carried unanimously.

c) Civic Center Rent – M. Hardy explained that a request was made by Stage III Theater to waive April
and May Civic Center rent due to building closure from COVID-19 restrictions. The Park & Rec
Commission has reviewed this request and recommended waiving two months of rent, or $720.66.
They are estimating about $5,000 short in daily rental revenues. As of now, they are estimating at
$5,000-$7,000 short in the Civic Center revenues. Ald. Sloan asked if the current lease with Stage III
Theater includes any language regarding building closure and it was noted that after review by the City
Attorney, there is nothing in the current lease that states we have to give any refund; however, its
standard practice to issue refunds when there is not access to the building. Moved by Sloan, seconded
by Kent to recommend to Council for action. Motion carried unanimously.

d) Sale of Property – Adm. Geick stated that this 2.1 acres on Lake Street is the last piece of industrial
property the City had created in an old industrial TID. This TID has long since been closed. Driftless
Glen plans to build storage building(s) and has offered us $5,000 per acre, or a total purchasing price
of $10,500. Moved by Sloan, seconded by Kent to recommend to Council for action. Motion carried
unanimously.

e) Employee COVID-19 Policy – Adm. Geick recommends that this item be postponed because the
department heads have not yet reviewed this policy. There may be some recommendations made and
this policy will be brought back before the Committee at the next meeting.

Presentations
 Andrea Jansen from Baker Tilly Virchow Krause, LLP presented the City’s 2019 Audit Report.
 Cynthia Haggard, Finance Director presented the 2021 Budget Planning reviewing 2021 Debt,

Levy, Revenue Forecast, Positions and Wage Projections, Council Priorities and Capital
Planning.

Information Items
 Attorney Insurance Claims Report:

o Denial of claim submitted by K. Dervetski for damage to motor vehicle.

Adjournment – Moved by Sloan, seconded by Kent and carried to adjourn.
Brenda Zeman, City Clerk
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S:\Council\Resolutions\2020 Resolutions\8-25-2020 Parkitecture phase 1 resolution.docx
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RESOLUTION NO. Dated: August 25, 2020

The City of Baraboo, Wisconsin

Background: This resolution approves entering into a contract with Parkitecture + Planning, LLC in the
amount of $4,585 for the purposes of completing a Feasibility Study (Phase 1) for a new splash pad in Attridge
Park. Funds for phase 1 were not previously budgeted, but would be used from the Kuenzi Estate Recreation
Fund which was developed to fund community projects such as this and has funded past projects including
the drop slides at the swimming pool, the youth tennis courts at Campbell Park and the gym renovations at the
Civic Center.
Bids were received from 3 experienced aquatic architects, with total pricing included (in parenthesis) bid as
follows:

Burbach Aquatics $2,400-$4,300 ($59,570-$75,382)
MSA Professional Services $6,850 ($68,800-$73,100)
Parkitecture + Planning $4,585 ($33,805-$37,505)

The City has contracted with architects from both MSA and Parkitecture + Planning on multiple projects
successfully. Staff noted that any of the 3 architects would be an asset to work with. All 3 bid on the exact
same specs.
Based on total project cost of all phases, the Commission selected Parkitecture + Planning with a phase 1 cost
of $4,585.
The Parks & Recreation Commission recommended approval of this contract at their August, 2020 regular
meeting on a unanimous vote.
Fiscal Note: [ ] Not Required [ ] Budgeted Expenditure [ x ] Not Budgeted
Comments: This project was not included in the 2020 budget, however in order to submit a
2021 grant (due May 1) a feasibility study needs to be done. The Parks Commission has the
ability to use funding from the Kuenzi Estate recreation fund which exists for purposes such
as this and does not affect the tax levy.

Resolved, by the Common Council of the City of Baraboo, Sauk County, Wisconsin:

THAT $4,585 from the Kuenzi Estate recreation fund be used and a contract entered into with
Parkitecture + Planning, LLC to conduct a Feasibility Study for a new splashpad at Attridge Park.

Offered by: Parks and Recreation Commission Approved:_____________________
Motion:
Second: Attest:
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To: Finance Committee/City Council
From: Mike Hardy, Parks, Recreation & Forestry Director
Date: August 25, 2020
Re: Attridge Park Splash Pad Feasibility Study Contract

The Parks Commission appointed 2 members of the Commission along with 5 residents
to sit on the Splash Pad Advisory Adhoc Committee in 2019. That Committee met with
neighborhood groups and determined Attridge Park to be the best site for a future
splashpad, which is a playground featuring various water fountains and sprayers, but
has no standing water.

The next step to determine if the site is suitable for a splashpad, and to develop plans
and cost estimates for the construction and annual maintenance of a splashpad. This
information is needed to write grants and approach donors to fund construction
activities.

The Commission reviewed proposals from qualified architects for phase 1 of the Splash
Pad Feasibility Study at their August 10, 2020 meeting. Three very experienced bidders
submitted proposals as follows:

Burbach Aquatics (Platteville, WI) $2,400-$4,300
MSA Professional Services (Baraboo, WI) $6,850
Parkitecture + Planning (Madison, WI) $4,585

Burbach included a requirement that if they were awarded a contract for phase 1, they
would be contracted for future phases in the design and construction of the Splash Pad
project as well. Staff asked all 3 bidders for costs of the entire project should funding
become available. Results were as follows:

Burbach Aquatics (Platteville, WI) $59,570-$75,382
MSA Professional Services (Baraboo, WI) $68,800-$73,100
Parkitecture + Planning (Madison, WI) $33,805-$37,505

After lengthy discussion, the Commission eliminated Burbach as they wanted to either
contract with local or contract with cost savings for the entire project. Both MSA and
Parkitecture staff have considerable experience designing splashpads. The City has
had past experience working with staff from both firms in City projects with successful
outcomes. All 3 bidders bid on the exact same specs.

Final recommendation from Parks Commission was to award the bid to Parkitecture +
Planning for phase 1 of the project at the amount of $4,585 using money from the
Kuenzi Estate recreation fund segregated account. If approved, phase 1 would be
completed this fall. Future phases would be considered as funding became available
with expectations that grants and donations will drive the success of the project.
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STANDARD SHORT FORM CONTRACT 
FOR PROFESSIONAL SERVICES BETWEEN  

LANDSCAPE ARCHITECT AND CLIENT 
 
 
Preliminary Provisions 
 
Date 
This Agreement is made as of                            , 2020, between the Client and Landscape 
Architect for the Landscape Architectural Services as provided herein. 
 
Client 
 
 
NAME 

 
 
ADDRESS / CITY / STATE / ZIP 

 
 
RELATIONSHIP TO PROJECT OWNER 

 
Landscape Architect 
 
 
NAME 

 
ENTITY  
 

SOLE PROPRIETOR PARTNERSHIP CORPORATION LIMITED LIABILITY COMPANY 

 
 
ADDRESS / CITY / STATE / ZIP 
 

 
CONTACT INFORMATION 

 
Project 
(general description of Project: name, purpose, baseline information) 
 
 
 
 
 
 
 
Compensation 
Compensation for the Scope of Services performed under this Agreement shall be the  
                                            of $                     plus Reimbursable Expenses. 
  

August 25

The project shall consist of an opportunity analysis for the existing Sunset Beach aquatic facility 
(supplemental recreation amenities), conceptual design and budget preparation for a new splashpad, 
playscape, and other associated site amenities to be located within the existing park area.
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Article 1 
Landscape Architectural Services 
 
1.1 Standard of Care 

The Landscape Architectural Services shall be performed with care and diligence in 
accordance with the professional standards applicable at the time and in the location of the 
Project and appropriate for a project of the nature and scope of this Project. 
 
1.2 Scope of Services 

Landscape Architectural Services to be provided under this Agreement are: 
 
 
 
 
 
 
 
1.3 Supplemental Services 

Supplemental Services are in addition to the basic Scope of Services and, when 
requested in writing by the Client, shall entitle the Landscape Architect to additional 
compensation beyond the Compensation stated above. Supplemental Services under this 
Agreement expressly include but are not limited to: 
 
 
 
 
 
 
 
 
1.4 Changes to Approved Services 

Revisions to drawings or other documents shall constitute Supplemental Services when 
made necessary because of Client-requested changes to previously approved drawings or other 
documents, or because of Client changes to previous Project budget parameters or Project 
requirements. 
 
1.5 Schedule of Performance 

ture on this Agreement shall be the basis for the Landscape Architect 
to begin providing services for the Project. The Landscape Architect shall perform the services 
as expeditiously as is consistent with the standard of care described in section 1.1, above. 
  
  

See Exhibit A for Task descriptions and supplemental service/fee authorizations.

Should the City elect to proceed with the remaining tasks as outlined in the RFP and proposal, approval 
from the OWNER shall be granted as a supplemental service and this agreement amended accordingly.
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Article 2 

 
 
2.1 Information 

The Client shall provide data about the site and other information on which the design is 

shall be entitled to rely on the accuracy and completeness of information provided by the Client. 
 
2.2 Budget 

The Landscape Architect shall reasonably strive to propose designs and prepare 
dscape 

Architect as a part of the Scope of Services, opinions of probable construction costs are based 
familiarity with the landscape construction industry and are 

provided only to assist the Client  Such opinions shall not be construed to 
provide a guarantee or warranty that the actual construction costs will be within the Project 
budget parameters at the time construction bids are solicited or construction contracts 
negotiated. 
 
2.3 Approvals 

Landscape Architect in a timely manner so as not to delay the performance of the Landscape 
Architectural Services. 
 
2.4 Project Permit and Review Fees 

The Client shall pay all fees required to secure jurisdictional approvals for the Project. 
 
 
Article 3 
Ownership of Documents 
 

The Landscape Architect shall be deemed the author and owner of all documents and 
deliverables developed pursuant to this Agreement and provided to the Client by the Landscape 

Reimbursable Expenses owed to the Landscape Architect, the Landscape Architect grants to 
the Client an irrevocable, non-exclusive license to reproduce the Design Materials solely for the 
construction of the Project and for information and reference with respect to the use of the 
Project. 
 
 
Article 4 
Landscape Architect Compensation 
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4.1 Compensation for the Landscape Architectural Services performed under this 
Agreement shall be as indicated in the Preliminary Provisions plus Reimbursable Expenses as 
defined below. Supplemental Services, when requested in writing by the Client, shall require 
additional compensation to be determined on an hourly basis or on the basis of a negotiated 
fee. 
  
4.2 Reimbursable Expenses are expenditures made by the Landscape Architect, its 
employees, and consultants in the interest of the Project plus an administrative fee of %. 
Reimbursable Expenses include but are not limited to travel expenses, costs of reproduction of 
documents, postage, services of professional consultants which cannot be quantified at the time 
of contracting, and other, similar, direct Project-related expenditures. 
 
4.3 Monthly payments to the Landscape Architect shall be based on (1) the percentage of 
the Scope of Services completed, and shall include payments for (2) Supplemental Services 
performed, and (3) Reimbursable Expenses incurred. 
 
4.4 Payments are due and payable 30 da
invoice. Invoiced amounts unpaid 45 days after the invoice date shall be deemed overdue and 
shall accrue    
payments may be grounds for termination or suspension of services. 
 
4.5 If through no fault of the Landscape Architect, the Scope of Services to be provided 
under this Agreement has not been completed within                      (indicate calendar days 
or months) of the initial notice to proceed, the compensation for services rendered after that 
time period shall be equitably adjusted. 
 
 
Article 5  
Indemnification 
 

Client and Landscape Architect each agree to indemnify and hold harmless the other, 
and their respective officers, employees and representatives, from and against liability for 

acts, errors, or 
omissions. In the event losses, damages, or expenses are caused by the joint or concurrent 
negligence of Client and Landscape Architect, they shall be borne by each party in proportion to 
its negligence. 
 
 
Article 6 
Dispute Resolution 
 
6.1 If a dispute arises out of or relates to this Agreement, the parties shall endeavor to 
resolve their differences first through direct discussions. If the dispute has not been settled 
within 14 days of the initial discussions, the parties shall submit the dispute to mediation, the 
cost of which shall be shared equally by the parties. 

0.5

1.0

12 months
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6.2 Nothing in these provisions shall limit rights or remedies not expressly waived under 
applicable lien laws.

Article 7 
Termination

This Agreement may be terminated by either party on seven (7)
should the other party fail substantially to perform in accordance with its terms through no fault 
of the party initiating the termination, provided the defaulting party has not cured or in good faith 
diligently commenced to cure the breach during the 7-day notice period.

Article 8
Other Terms and Conditions

8.1 Assignment
Neither party shall assign their interest in this Agreement without the express written 

consent of the other, except as to the assignment of proceeds.

8.2 Governing Law

this Agreement.

8.3 Complete Agreement
This Agreement represents the entire understanding between the Client and the 

Landscape Architect and supersedes all prior negotiations, representations, or agreements, 
whether written or oral with respect to its subject matter. The person(s) signing this Agreement 
on behalf of the parties hereby individually warrant that they have full legal power to execute this 
Agreement on behalf of the respective parties and to bind and obligate the parties with respect 
to all provisions contained herein. This Agreement may be amended only in a writing signed by 
both the Client and the Landscape Architect.

Landscape Architect

Date

Client

Date

8/25/2020

8/25/2020
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Exhibit A

Task 1 ($4,585) Authorized by:_______________ Date:__________
Facilitate kick-off Meeting with City staff.
Complete site analysis for the park for development suitability and potential splashpad location comparison.
Attend one meeting with advisory committee to gather community input.
Work with City staff to review of feedback and establish final design recommendations. 
Compile opinion of probable construction costs.

Task 2 ($2,300) Authorized by:_______________ Date:__________
Provide  similar  analysis  for  alternate  park  up  to  3  alternate  park  locations  should  Attridge  be  found
unsuitable.

Task 3 ($3,780) Authorized by:_______________ Date:__________
Complete graphic boards (theme and feature types) for use in public outreach process. 
Develop 2-3 conceptual options for new park amenities (splashpad, pathways, gathering area, etc.)
Compile opinion of probable construction costs.
Present concept to City staff and Advisory Committee.

Task 4 ($3,550) Authorized by:_______________ Date:__________
Develop graphic materials for fundraising and referendum process.
Attend up to 2 PIM sessions in to present materials.

Task 5 ($13,440) Authorized by:_______________ Date:__________
Develop construction documents (plans and specifications) for public bidding.
Assist City with solicitation of bids.

Task 6 ($6,150) Authorized by:_______________ Date:__________
Assist City with construction administration services (6-8 CA meetings estimated).
Provide final punchlist post construction.

Optional Task ($3,500) Authorized by:_______________ Date:__________
Provide topographic survey for proposed project area within Attridge Park.
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RESOLUTION NO. 2020 - Dated: August 25, 2020
The City of Baraboo, Wisconsin

Background: The Council must take action annually declaring City taxpayers exempt from paying county
library tax to avoid double taxation of city and county taxes supporting similar services.

Fiscal Note: (check one) [ x ] Not Required [ ] Budgeted Expenditure [ ] Not Budgeted
Comments:

WHEREAS, the Sauk County Board levies a county library tax.

WHEREAS, Section 43.64(2)(b) of the Wisconsin Statutes provides that such units of government
which levy a tax for public library service and appropriate and expend for a library fund as defined by
S43.52(1) during the year for which the county tax levy is made a sum at least equal to the county tax rate
in the prior year multiplied by the equalized valuation of property in the City for the current year, may
apply for exemption from this tax; and

WHEREAS, the City of Baraboo does levy a library tax in excess of the amount calculated in
accordance with 43.64(2)(b).

Now Therefore be it Resolved, THAT the City of Baraboo be exempted from the payment of any
county library tax as provided in Section 43.64(2)(b) inasmuch as it will expend for its own library fund for
2021 an amount in excess of that calculated in accordance with 43.64(2)(b). Exemption from the payment
of said county library tax shall not preclude the City of Baraboo’s participation in county library service in
all other respects; and

Be it Further Resolved, THAT confirmed copies of the Resolution be forwarded by the City Clerk
to the Reedsburg Public Library and to the Sauk County Clerk no later than October 1, 2020. .

Offered by: Finance Approved:
Motion:
Second: Attest:
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RESOLUTION NO. 2020 - Dated: August 25, 2020

The City of Baraboo, Wisconsin

Background: The Finance/Personnel Committee first reviewed a draft of this COVID-19
policy on August 8, 2020. The City Administrator has discussed the policy with
Department Heads and they have contributed suggestions for changes. The
Finance/Personnel Committee reviewed the draft policy a second time on August 25, 2020
and is submitting it with a recommendation for the City Council’s consideration.

Fiscal Note: [ X ] Not Required [ ] Budgeted Expenditure [ ] Not Budgeted
Comments:

Resolved, by the Common Council of the City of Baraboo, Sauk County, Wisconsin:

THAT the Employee COVID-19 Policy be adopted as a standalone City personnel
policy, and

THAT the Employee COVID-19 Policy be brought back to the Common Council, by
way of the Finance/Personnel Committee, for a review of its applicability no later than
December 31, 2020.

Offered by: Finance/Personnel Comm. Approved:
Motion:
Second: Attest:
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Drafted 8-19-20 
 

 
 

 

SECTION 1 - PURPOSE 
 
The City of Baraboo is fully committed to safeguarding the health and safety of all employees.  For this reason, all City 
employees, regardless of position or authority, must comply with the following COVID-19 Policies including: 
 

 Wearing a mask while working (some exceptions 
may apply) 

 Practicing good hand hygiene 

 Maintaining social distancing 

 Following heightened cleaning and sanitizing 
protocols for workspaces and equipment 

 Communicatinge and hold meetings virtually (by 
phone or TEAMS) whenever possible 

 Mandatory illness and exposure reporting to 
supervisor 

 
This Policy also authorizes the creation of Temporary Paid Leave of up to three working days for any employee ordered 
home by a supervisor, Department Head or the City Administrator because of COVID-19 symptoms or because of a possible 
exposure to COVID-19. Because the pandemic is an evolving and dynamic situation, the City’s response may change as we 
receive more information and understanding of the disease. The risks of the virus causing COVID-19 should be taken very 
seriously. The City will continue to monitor developments and may update this Policy as needed. 
  

SECTION II - POLICY 
 

1.0 GENERAL. 

1.01 Term.  This Policy is effective immediately upon adoption by the Common Council and shall remain in effect until 

amended, superseded or terminated by the Council or other applicable legislation. 

1.02 Applicability.  This Policy applies to all City employees, as defined by the City’s Employee Personnel and Procedure 

Handbook, regardless of position or authority. 

1.03 Amendments.  The City reserves the right to revise, supplement, rescind, or deviate from any of these policies or 
portions hereof from time-to-time as it deems appropriate.  All changes beyond other than de minimusminor 
changes, which are delegated to the City Administrator for revision, require approval by the Common Council. 

 
1.04 Severability.  If any provision of this Policy is held invalid under any applicable law, such invalidity shall not affect 

any other provision of this Policy that can be given affect without the invalid provisions and, to this end, the 
provisions herein are severable. 

 
1.05 Preemption.  If any of the policies contained herein are preempted by a local, state or federal law or order, the 

local, state or federal law or order shall take precedent. 
 
2.0 PROTECTIVE MEASURES POLICIES.  Except as otherwise stated below, employees are required to comply with the 

following protective measures policies. 

CITY OF BARABOO 
POLICY TITLE: 

EMPLOYEE COVID-19 POLICY 

TARGET AUDIENCE:  
City Employees 

POLICY SOURCE:  
Administration Department 

POLICY LOCATION:  
City Website, City Clerk  

DATE APPROVED BY COUNCIL: 
 

DATE AMENDED BY COUNCIL: 
 

ATTORNEY REVIEW: 
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2.01 Social Distancing.  Employees are required to comply with the following: 
a. Maintain six feet physical distancing from others whenever possible. 
b. Not have any direct person-to-person contact (i.e., no hand shaking, no high fives, no fist bumps) 
c. Limit in-person meetings and use other means of communications such as Microsoft TEAMS, email and 

the telephone whenever possible. 
 

2.02 Face Coverings. Employees are required to comply with the following: 
a. Wear face coverings whenever social distancing may not be possible, including in hallways, restrooms and 

meeting rooms.1 
b. Face coverings must cover the nose and mouth.  A face covering with an exhalation valve should not be 

used, but are not prohibited, as it allows unfiltered exhaled air to escape to others.   
c. The City will provide one free reusable facemask to any employee upon request.   
d. Employees are strongly encouraged, but are not required, to wash cloth facemasks daily by hand or 

machine using detergent.  The mask should be fully dry before using.  Employees are encouraged, but are 
not required, to have several facemasks so they can rotate for washing. 

e. Employees are prohibited from wearing facemasks that contain words or imagery that would be in 
violation of the City’s Employee Personnel and Procedure Handbook. 

 
2.03 Exceptions.   

a. During emergencies, and while employees are engaged in the performance of emergency related job 
duties, employees are not required to strictly adhere to Sections 2.01 or 2.02 

b. An employee may request ADA accommodations to Sections 2.01 and 2.02 by contacting the City’s ADA 
Coordinator or speaking to their supervisor or Department Head 

c. A supervisor or Department Head may waive the requirement of some or all of the requirements under 
Section 2.01 and/or 2.02 if strict compliance would significantly interfere with the employee’s job 
performance. 
 

3.0 PERSONAL HYGIENE POLICIES. Except in emergencies or when significantly impractical, employees are required 

to comply with the following personal hygiene policies. 

3.01 Handwashing. Except in emergencies or when significantly impractical, employees are required to frequently wash 
their hands with soap and warm water or use hand sanitizer. Employees are responsible for letting their supervisor 
know when handwashing supplies or hand sanitizer is low Employees must wash their hands or use hand sanitizer, 
at minimum: 

a. At the beginning of each work day 
b. Before interacting with other employees or the public where the interaction involves physical contact 

with the employee or the public  
c. After touching your face covering 
d. After using the restroom 
e. Before and after breaks 
f. After sneezing, coughing or blowing your nose 
g. When hands are visibly soiled, and 
h. Prior to leaving work 

 
3.02 Cough and Sneeze Etiquette.  To help stop the spread of germs, employees are required to: 

a. Cover mouth and nose with a tissue when coughing or sneezing 

                                                           
1   Gov. Evers Emergency Order #1, valid through September 28, 2020 (as of August 19, 2020), requires masks be worn indoors even if 
social distancing is possible whenever two or more people are in the same enclosed space, with certain exceptions.  Until the 
Emergency Order ends or is terminated, the Emergency Order preempts this Policy. 
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b. Throw used tissues in the trash 
c. If you do not have a tissue, cough or sneeze into your elbow and not your hand 

 
4.0 CLEANING POLICY. Except in emergencies or when significantly impractical, employees are required to comply 

with the following personal hygiene policies. 
4.01 Employees are required to following the following cleaning protocol while at work: 

a. Disinfect your high-touch personal spaces, including, but not limited to, phone, keyboard, mouse and 
desk, on a daily basis 

b. Disinfect meeting rooms, conference rooms, kitchen areas, etc., after each use 
c. Request cleaning supplies from your supervisor when they are low 
d. Perform cleaning tasks as assigned 
e. Use proper disinfecting supplies 

 
5.0 ILLNESS/EXPOSURE POLICY. 

5.01 Self-Monitoring Requirement. Employees are required to self-monitor for symptoms of COVID-19 prior to coming 

to work and while at work. 

5.02 Employee Reporting Requirement.  Employees are required to report to their supervisor, Department Head or the 
City Administrator as soon as possible if any of the following occurs: 

a. Employee is diagnosed with or tests positive for COVID-19 
b. Employee becomes aware of a possible exposure to COVID-19 
c. Employee has or develops any of the following symptoms: 

 Fever of 100° F or higher 

 Unusual cough 

 Chills 

 Unusual body aches/pain 

 Shortness of breath 

 Chest tightness 

 Sore throat 

 Congestion or runny nose 

 Unusual headache 

 Severe fatigue or exhaustion 

 Loss of sense of smell or taste 

 Unusual muscle pain 

 Unusual nausea, vomiting, 
diarrhea 

 
5.03 Symptoms of COVID-19 or Exposure to COVID-19. If an employee reports having any of the above listed symptoms 

or that the employee was exposed to COVID-19, the employee may be ordered by their supervisor, Department 
Head or the City Administrator to go home/stay home.  In this event: 

 
a. a.  The supervisor/Department Head/City Administrator must immediately inform the City Clerk, 

who will provide the employee with the Federal Emergency Paid Sick Leave Benefit application and 
FMLA application. 
 

b.  The supervisor/Department Head/City Administrator shall call the City’s Health Department2 to 
determine whether the employee should remain home and/or get tested for COVID-19. 

i. If the Health Department says the employee should remain home and/or get tested for 
COVID-19, or if the Health Department cannot be reached or declines to provide advice: 

1.  The employee will be placed on Temporary Paid Leave for up to three regular working 
days3 unless: 

a. The employee is able to work remotely or 

                                                           
2 The Sauk County Health Department, per §11.01, City Code 
3 Based on the employees regular work schedule and at the employee’s regular rate of pay. 
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b. The employee has scheduled vacation leave, in which case the employee shall 
use his/her vacation time. 

2.  Except when medically unfeasible, if the employee has not returned to work within 
three days of being ordered to go home/stay home, the employee is required to 
either be tested for COVID-19 or seek medical care from their health care provider. 

ii. If the Health Department or the employee’s health care provider says the employee does not 
need to stay home or get tested for COVID-19, the employee will be paid his/her usual rate 
of pay for when the employee was ordered to go home/stay home, for no more than three 
regular working days, unless the employee was able to work remotely during the period or 
the employee used vacation leave. 
 

c. Until permitted to return to work and after the three days of Temporary Paid 19 Leave, has been used 
(if applicable), at the employee’s option the employee may use his/her accrued vacation leave, sick 
leave, approved Federal Emergency Paid Sick Leave or FMLA, or a combination thereof. 

 
d. The employee will not be allowed to return to work until the employee: 

i.  Provides a negative COVID-19 test result,  
ii. The Department Head/City Administrator and employee agree to modifications of the 

employee’s work environment, which may include, but not be limited to, the employee being 
required to wear a mask and gloves while working, or 

iii. The employee receives written medical clearance from a health care provider or the City’s 
Health Department to return to work. 

 
5.04 Positive COVID-19 Test/COVID-19 Diagnosis.  If an employee reports testing positive for COVID-19, the employee 

will be required to go home/stay home.  In this event: 
 

a. The supervisor/Department Head/City Administrator or designee shall immediately inform the City 
Clerk, who shall provide the employee with the Federal Emergency Paid Sick Leave Benefit application 
and FMLA application. 
 

b.  The employee will not be allowed to return to work until the employee: 
i. Provides a negative COVID-19 test result,  
ii. The Department Head/City Administrator and employee agree to modifications of the 

employee’s work environment, which may include, but not be limited to, the employee 
being required to wear a mask and gloves while working, or 

iii. The employee receives written medical clearance from a health care provider or the City’s 
Health Department to return to work. 

 
c. Until allowed to return to work, the employee, in the employee’s option, may use his/her accrued 

vacation leave, sick leave, approved Federal Emergency Paid Sick Leave or FMLA, or a combination 
thereof. 

 
5.05 Confidentiality. Employees with knowledge of another employee’s symptoms, illness, or exposure to COVID-19 

are required to keep the information confidential except as may be permitted by the City Administrator or as 
required by law.   

 
6.0 FFCRA – FEDERAL EMERGENCY PAID SICK LEAVE BENEFIT 
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6.01 General Information.  Through December 31, 2020, full-time employees will receive up to two weeks (80 hours) of paid sick 
leave benefits to be used for COVID-19-related absences. Part-time employees will receive a pro-rated paid sick leave benefit 
based on the number of hours worked on average over a two-week period. The full benefit for which employees are eligible 
is available for immediate use.  Employees are not required to exhaust other forms of paid leave before using this emergency 
paid sick leave, and this leave is in addition to any paid leave the employee already has. An employee’s ability to use 
emergency paid sick leave for purposes specified in the law will end upon termination of the qualifying event.  Paid leave 
provided under this law does not carry over year to year and unused leave is not paid out. 

 
6.02 Application.  The application for Federal Emergency Paid Sick Leave is available from the City Clerk.  Applications shall be 

processed in accordance with Federal, State and local regulations and policy.   
 
6.02 Eligibility Criteria.  This benefit is available to employees if the employee cannot work (in person or remotely) for any of the 

following reasons:  
a. The employee is subject to a federal, state, or local Coronavirus quarantine or isolation order 
b. The employee is advised by a health care provider to self-quarantine for COVID-19 concerns 
c. The employee is experiencing symptoms of COVID-19 and is seeking a medical diagnosis 
d. The employee is caring for an individual who is under a COVID-19 quarantine or isolation order or has been advised 

by a health care provider to self-quarantine 
e. The employee is caring for a child whose school or child care provider has been closed or is unavailable because of 

COVID-19 
f. The employee is experiencing any other substantially similar condition specified by the Secretary of Health and 

Human Services.  
 
6.03 Health Care Certificate.  The City may require the employee to provide a certification from a health care provider confirming 

the applicable circumstance described above.  
 

6.04 Amount of Pay.  If approved for emergency paid sick leave and the employee is unable to work remotely, the City will pay the 
employee the following amounts: 

a. If the employee requires leave for reasons 6.02(a), (b), or (c) above, the City will pay the employee his or her regular 
rate of pay, up to $511 per day and/or $5,110 in the aggregate. 

b. If the employee require leave for reasons under 6.02(d), (e), or (f) above, the employee will receive two-thirds of his 
or her regular rate of pay, up to $200 per day and/or $2,000 in the aggregate. 

c. If the employee does not have a set schedule of hours, paid sick leave is based on the average number of hours the 
employee was scheduled per day over the six-month period prior to use of the leave. 

 

7.0 FFCRA -- TEMPORARY EXPANSION OF FAMILY & MEDICAL LEAVE 
 

7.01 General Information.  Through December 31, 2020, FMLA is temporarily expanded to include a qualifying need related to the 
COVID-19 public health emergency, as declared by federal, state, or local authorities (eFMLA). The conditions to be eligible 
are: 

a. The employee has worked for the City for at least 30 calendar days. 
b. The employee has a qualifying need, which is limited to circumstances where the employee cannot work (in person 

or remotely) because of the employee needs to care for his or her child under age 18 due to a COVID-19 related 
public health emergency school or child care closing/unavailability. 

 
7.02 Application.  The application for eFMLA is available from the City Clerk.  Applications shall be processed in accordance with 

Federal, State and local regulations and policy.  
 
7.03 Amount of Pay.  Pay for the temporary FMLA leave will be as follows: 

a. The first 10 days of the leave are unpaid. The Employee may elect to use the Emergency Paid Sick Leave (Section 6.0 
above) or any accrued paid leave during this time if available 

b. After the first 10 days, the City will pay the employee two-thirds of the employee’s regular rate of pay, up to $200 
per day and $10,000 aggregate. 
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7.04  Reinstatement.  Employees will be entitled to reinstatement to the same or equivalent position once your FMLA leave ends. 
 

86.0 ZERO TOLERANCE HARASSMENT POLICY. 8Any employee reasonably suspected of harassing another employee 
for following any of the required policies contained herein shall be subject to discipline up to and including 
termination. 8 Allegations of harassment will be investigated and acted on pursuant to the Employee Policy and 
Procedure Handbook. 
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City of Baraboo 
MATRIX FOR ILLNESS/EXPOSURE/CHILDCARE 

 
 

 WHAT MUST THE EMPLOYEE DO/ 
WHAT HAPPENS NEXT? 

WHEN CAN THE EMPLOYEE RETURN TO 
WORK? 

If you receive a positive COVID-
19 test result or if you have 
been advised or ordered to 
isolate or self-quarantine by a 
medical care provider for 
COVID-19 reasons 

 Do not come to work 

 Inform your supervisor/Department Head/City 
Administrator immediately 
+   You will be required to stay home pursuant to 

any isolation/self-quarantine order or advice. 
+   If you are unable to work remotely and are not 

out on scheduled vacation, you may use sick 
leave, vacation leave, Federal Paid Sick Leave 
or FMLA while ordered/advised by a health 
care provider to stay home. 

 Provide a negative COVID-19 test result, 
and/or 

 The Department Head/City Administrator 
and employee agree to possible 
modifications of the employee’s work 
environment, and/or 

 The employee receives medical clearance 
from a medical care provider or the City’s 
Health Department to return to work 

If you have symptoms of COVID-
19 or a possible  COVID-19 
exposure but have not yet seen 
your doctor or received the 
results from a  COVID-19 test 

 Inform your supervisor/Department Head/City 
Administrator immediately 

 If the City orders you to go home/stay home: 
+   You will be placed on temporary paid leave 

for up to three days unless you can work 
remotely or have vacation scheduled. 

+   You must be tested for COVID-19 or seek 
medical care within three days of being 
ordered to go home/stay home unless you 
are okay’ed to return to work. 

+    You may use sick leave, vacation leave, 
Federal Paid Sick Leave of FMLA after the 
three days if you are not cleared to return to 
work and if you cannot work remotely and 
are not on vacation. 

 Provide a negative COVID-19 test result, 
and/or 

 The Department Head/City Administrator 
and employee agree to possible 
modifications of the employee’s work 
environment, and/or 

 The employee receives medical clearance 
from a medical care provider or the City’s 
Health Department to return to work 

If you are home caring for 
someone who has been 
diagnosed with COVID-19 or if 
you are home caring for 
someone who is waiting for 
medical care and has symptoms 
of COVID-19 – you yourself do 
not have any symptoms and 
have had no exposure (you have 
taken safety precautions when 
caring for the person)  
 

 Speak to your supervisor or Brenda Zeman (City 
Clerk) 
+      You may be eligible for Federal Paid Sick 

Leave or FMLA while caring for the person. 
 

 If you have no symptoms and have not 
had an exposure (you have taken safety 
precautions while caring for the person) 
there are no restrictions on your returning 
to work. 

 

You have to stay home to 
provide childcare to your child 
because his/her childcare or 
school is closed or unavailable 
due to COVID-19 
 

 Speak to your supervisor or Brenda Zeman (City 
Clerk). 
+   You may be eligible for Federal Paid Sick Leave 

or extended-FMLA . 
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